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Applying for a License or Registration 
The Commonwealth of Massachusetts must license placement agencies and Employment agencies to conduct business in the state, regardless of 
whether or not the agency has a physical office within state borders. 
 
You can now apply and renew Placement Agencies and Employment agencies certifications via ePLACE.  
 
https://elicensing.state.ma.us/CitizenAccess/ 
 

1. Click on the File an Online Application link in the Manage Licenses, Permits, & Certificates box. 

                   

https://elicensing.state.ma.us/CitizenAccess/
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2. Online Applications and Record Authorization Form page will then be displayed. After reading the terms section, mark the checkbox “I 
have read and accepted the above terms.” Click on Continue button.  
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3. Go to the Departmentnt of Labor Standard option.  Click Department of Labor Standards arrow and mark the Application for Employment 

License or Placement Registration radio button. 

 
 
4.  Click the Continue button.  
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5. This starts the Application for Employment License or Placement Registration. Mark the highlighted required red *check box By marking 

the checkbox you agree to the terms listed above. Once completed, click on Continue Application button. 
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6. Complete the highlighted required red * fields for the Agency contact type.  It is recommended that you use the Select from your ePLACE 

Account option. 

  
7. A pop-up screen will display. Some fields will populate based on the contact type associated to your ePLACE account. Click the Select from 

your ePLACE Account. 
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a. Name of Agency  
b. FEIN- is conditionally required based on the selection in the Agency is a drop-down field. 
c. Primary Phone 
d. E-mail 
e. Agency is a 
f. Located in 
g. DUA Compliance- is conditionally required based on the selection in the Agency is a drop-down field. 
h. Corporation Organized in – conditionally displays and is required based on the selection in the Agency is a drop-down field. 
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8. A Business Address s required for an Agency contact type.  You can also add a Mailing Address. A Mailing Address is optional.

 
a. Address Type 
b. Street Address 
c. City  
d. State 
e. Zip Code 
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9. After completing required red * fields for the Address click the Save and Close button.                                 

10. Complete the highlighted required red * fields for the Mangement/Owner(s) Information contact types.  An Agency Manager is a 

required contact type in the Mangement/Owner(s) Information contact type section.   A pop-up screen will appear, Under Type: select 
“Agency Manger” and click the Continue button.  Contact Addresses are optional for all contacts but the Agency.  

 
a. First Name 
b. Last Name 
c. Former Business or Occupation 
d. Primary Phone  
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11. After completing required red * fields for the Address click the Save and Close button. 

12. Add additional Contact types based on the type of Agency.   
a. Owner – add if “Agency is a” = Sole Proprietorship 
b. Partner– add if “Agency is a” = Partnership, LP, or LLP 
c. President– add if “Agency is a” = Corporation 
d. Treasurer 
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13. After all the Contacts have are added in the Contacts section, select a Placement Occupation from the 

OCCUPATIONS/JOBS/ENGAGEMENTS table. Click the Add Occupation/Jobs/Engagements button.  

 Populate the highlighted                                            
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14. A pop-up screen will display. Select an Occupation/Jobs/Engagements  Type from the drop-down list and mark all the checkboxes that are 

appropriate.  Click the Submit button.  
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15. Click on the Continue Application button. 
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16.  Complete the TWRKL and Determination section. Based on how you answer the TWRKL and Determination questions it will determine if 
you are applying to be a Licensed Employment Agency or a Registered Placement Agency. 
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17. Complete following Affirmation of Compliance with Workers' Compensation Law section, based on how you answer the Affirmation of 
Compliance with Workers' questions determines if you need to complete Section A or Section B.  
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18. If you have to complete Section A, completing required red * fields and Click the Continue Application button. 

.  
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19. If you have to complete Section B, completing required red * fields and Click the Continue Application button. 
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20. Attach the required documents. Below are matrices that explain what documents are required for Licensed Employment and Registred 

Placement agencies. The matrices also explain all the document that are conditionally required based on how you answer questions in the 
application as well.  

Licensed Employment Agency  Required Document 
Step Page Document Type Required Condition 

Step 1: Application Disclaimer 
Page 1 
of 1 NA 

  

Step 2: Agency Details  
Page 1 
of 1 

Authorized 
Signatory Listing X NA 

  

Government Issued 
Photo ID X NA 

Business Certificate 
 

If the "Sole Proprietorship (Owner) or "Partnership LP 
or LLP (Partnership)" is selected from the Agency 
contact. 

Certificate of Good 
Standing 

 

If the "Corporation" or "Limited Liability Company" or 
"Single Member Limited Liability Company" is selected 
from the Agency contact and Corporation Organized in 
"MA more than one year". 

Certificate of Legal 
Existence 

 

If the "Corporation" or "Limited Liability Company" or 
"Single Member Limited Liability Company" is selected 
from the Agency contact and Corporation Organized in 
"MA more than less year". 

DUA Certificate of 
Compliance 

 

If the "Corporation" or "Limited Liability Company" or 
"Partnership LP or LLP(Partnership)" is selected from 
the Agency contact and Corporation Organized in "MA 
more than one year" or "Not in MA". 

Foreign 
Corporation 
Certificate 

 

If the "Corporation" or "Limited Liability Company" or 
"Sole Member Limited Liability Company" is selected 
from the Agency contact and Corporation Organized in 
"Not in MA". 
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OCCUPATIONS/JOBS/ENGAGEMENTS 
Section         

  
Job Order 

 

If the "1.Will your business procure or provide 
temporary or part time employment to any 
individual(s) who will then work under the supervision 
or direction of a work site employer?:"=="YES" in the 
TWRKL and DETERMINATION sub group. 
 OR 
"Below mentioned categories is not selected from this 
OCCUPATIONS/JOBS/ENGAGEMENTS Table. 
1. Administrative 
2. Executive 
3. Financial Services 
4. IT Services 
5. Medical/Dental 

  

Reference Check 
for Domestic 
Employees 

 

If the Occupations/Jobs/Engagements type is 
"Babysitting and Nannies" and if the the answer "Yes" 
to Q.2 or Q.3 of TWRKL Section. 

Step 3: Application Details  
Page 1 
of 4       

TWRKL and Determination-License 
Details 

 

General Job 
Descriptions X NA 

  
Work Order X NA 

  
Client Agreement X NA 

  
CORI Request Form X NA 

  
Job Application X NA 

  

Notarized 
Affidavits X NA 

  
Resume X NA 

  
Surety Bond X NA 

  
Time Sheets or X NA 
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Vouchers 

  

Wage Agreements 
for Workers  X NA 

  

Disclosure of 
Employment 
Relationship 

 

If the answer to TWRKL Q.3: Will your business provide 
domestic employees, that is, any worker who is paid 
directly by a household, family, or individual to 
perform work of a domestic nature, including, but not 
limited to, housekeeping, home management, nanny 
services, child monitoring, caretaking, laundering, 
cooking, home companion services, house sitting, and 
butler services for members of households or their 
guests in or about private homes is "YES". 

Step 3: Application Details 
Page 2 
of 4       

Affirmation of Compliance Section   
 

WC Policy 
Certificate of 
Insurance 

 

If the answer to Q. 1 or Q.2 of Affirmation of 
Compliance is "Yes", Certificate of Insurance for a 
Workers' Compensation Policy is required. 

  
Form 153 

 

If the answer to Q.4 of Affirmation of Compliance is 
"Yes", You may be required to submit a DIA Form 153. 
LLC's are NOT required to submit a Form 153. 

   

Mandatory = 
12 

 

   

Conditional = 
10 

 

Total 
  

If all 
conditions are 

met 22 
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Registered Placement Agency  Required Document 
Step Page Document Type Required Condition 

Step 1: Application Disclaimer 
Page 1 of 
1 NA 

  

Step 2: Agency Details  
Page 1 of 
1 

Authorized Signatory 
Listing X NA 

  

Government Issued 
Photo ID X NA 

Business Certificate 
 

If the "Sole Proprietorship (Owner) or 
"Partnership LP or LLP (Partnership)" is selected 
from the Agency contact. 

Certificate of Good 
Standing 

 

If the "Corporation" or "Limited Liability 
Company" or "Single Member Limited Liability 
Company" is selected from the Agency contact 
and Corporation Organized in "MA more than 
one year". 

Certificate of Legal 
Existence 

 

If the "Corporation" or "Limited Liability 
Company" or "Single Member Limited Liability 
Company" is selected from the Agency contact 
and Corporation  in "MA more than less year". 

DUA Certificate of 
Compliance 

 

If the "Corporation" or "Limited Liability 
Company" or "Partnership LP or 
LLP(Partnership)" is selected from the Agency 
contact and Corporation Organized in "MA more 
than one year" or "Not in MA". 

Foreign Corporation 
Certificate 

 

If the "Corporation" or "Limited Liability 
Company" or "Sole Member Limited Liability 
Company" is selected from the Agency contact 
and Corporation Organized in "Not in MA". 
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OCCUPATIONS/JOBS/ENGAGEMENTS 
Section ASIT Table         

  
Job Order 

 

If the "1.Will your business procure or provide 
temporary or part time employment to any 
individual(s) who will then work under the 
supervision or direction of a work site 
employer?:"=="YES" in the TWRKL and 
DETERMINATION sub group. 
 OR 
"Below mentioned categories is not selected 
from this OCCUPATIONS/JOBS/ENGAGEMENTS 
Table. 
1. Administrative 
2. Executive 
3. Financial Services 
4. IT Services 
5. Medical/Dental 

Step 3: Application Details 
Page 2 of 
4       

Affirmation of Compliance Section   
 

WC Policy Certificate 
of Insurance 

 

If the answer to Q. 1 or Q.2 of Affirmation of 
Compliance is "Yes", Certificate of Insurance for a 
Workers' Compensation Policy is required. 

  
Form 153 

 

If the answer to Q.4 of Affirmation of Compliance 
is "Yes", you may be required to submit a DIA 
Form 153. LLC's are NOT required to submit a 
Form 153. 

   

Mandatory 
= 2 

 

   

Conditional 
= 8 
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Total 
  

If all 
conditions 
are met 10 
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21. Enter the name of the Authorized Signatory that completed the application. The name of the Authorized Signatory Hereunto Duly 

Authorized text box must match one of the names listed on the Authorized Signatory Listing document attached on the previous page. 
Click the Continue Application button. 
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22. Review the application details and make any necessary edits. Click the Continue Application button.   
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23. The Review Fees pages displays. Click the Continue Application button.  You will see a message that says “Redirecting to the thrid party 

payment page…” 
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24. This takes you to the payment adapter page. Complete the completing required red * fields 
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25. After the payment is processed successfully, you are redirected back to Application Submission page.  You will also receive two emails. 

One mail will be from DLS that has a Copy of the Application you just submitted and you will also receive a receipt email from nCourt the 
payment provider. 
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Sample of Confirmation email with Application 
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Sample of Receipt fomr nCourt payment provider 

 
 


